




























































































































































































Minnesota Department PUBLICATIONS MANUAL
Divislon of Perke and Recrestion

of Natural Resources Visktor Services

Printing may be purchased directly according to the following
limits: ‘
(1) $50 for agencies in St. Paul or Minneapolis '

(2) $100 for agencies in seven county area, but not in St. Paul or

Minneapolis
(3) $150 for agencies outside the seven county area

Do not buy repeated small quantities to get under the bid exemption

of $50. Such a practice may result in cancellation of an agency's
authority for local purchsse. :

4202F June 1984
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STATE OF MINNESOTA
DEPARTMENT FIELD PURCHASE ORDER

toiTHIS VENDOR "~ THIS VENDOR DOES NOT INVOICE AND RE-

VENDOR INVOICE NUMBER OEPT FIELD

PURCHASE OROER NO.

[TRANS | VENDOR NUMSI Y
e . BRY
BUFT Joiv. SEQUENCE NO. SUFFIX

PR

oalECT i

COST CODE 1 |[COST COBE 2 |

]:mmvsn?:_nov_u TATE AND NO.

T AMOUNT ' [OCCURRENCE DATE
L. WILL INVOICE. J QUESTS PAYMENT FROM THIS DOCUMENT I
NOTE: Do NOT USE AS AN INVOICE IF VENDOR CUSTOMARILY |GOST COBL & |COST CODE 5 T
SENDS INVOICE,
° N - RECEIPT ACT, REV. T [sourcE
FOR INTERAGENCY BILLING USE ONLY ﬂ

S A CONDITION OF DOING BUSINESS WITH THE STATE OF MINNESOTA YOU NEED TO PROVIDE YOUR MINNESOTAS
TAX IDENTIFICATION NUMBER OR SOCIAL SECURITY NUMBER AS REQUIRED BY MINNESOTA STATUTES 270.66. THIS

INFORMATION MAY BE USED IN THE ENFORCEMENY OF
NUM| uLD RESULT lN ACTION TO COLLECT DELING!

TAX L!AEVLITIFS FROI . FAILURE TO SUPPLY THESE
Of

FEDERAL AND STATE TAX LAWS. SUFPLYING THESE
UENT TAX RETURNS AND DELINQUENT UNCONTESTED
NUMBERS COULD PRECLUDE YOU FROM BEING PAID

R THE PRODUCTS OR sEvacEs PURCHASED. THESE NUMBERS WILL BE AVAILABLE TO FEDERAL AND STATE

TAX AUTHORITIES AND STATE PERSONNEL INVOLVF D IN T!

HE PAYMENT OF STATRE OBL!GATIONS

[cost cone s

ALL DELIVERIES HEREUNDER SHALL COMPLY WITH ALL APFLICABLE LAWS OF THE FEDERAL GOVERNMENT AND/OR STATE OF MINN., AND M.5.367 AS AMENDED.

VENDOR

MERCHANDISE ORDERED QUAN ; UNIT TOTAL

(INCLUDE STATT CONTRALT NUMBER IF AFFLICABLE] © | cosT cosT

ADDRESS (REMIT TO) |
_— RN S

CITv, STATE, 2P

STATE AGENCY

ADBRESS

CITY, STATE, ZIF

| CERTIFY, FOR SECURING FEDERAL TAX EXEMPTION, THAT
THESE MATERIALS ARE PURCHASED FOR THE EXCLUSIVE USE
OF THE STATE OF MINNESOTA. PENALTY FOR FRAUDULENT
CERTIFICAT!ON IS UP TO $10,000 FINE AND/OR UP TO 5 YEARS
IN PR

' cEnTva THAT THE MATERIALS AND/OR SERVICES LISTED ON
THIS ORDER HAVE BEEN RECEIVED AND PAYMENT THEREFORE
IS RECOMMENDED

| CERTIFY THAT THE MATERIALS LISTED ABOVE
HAVE BEEN DELIVERED AND THIS CLAIM IS JUST
AND PROPER.

VENDOR'S SIGNATURE

BUYER’S SIGNATURE DATE

Less Federal Excise |

Tax if applicable

AMOUNTYT TO BE
PAID BY STATE

PR-00035-03 559SA (8/82)

THE STATE 1S EXEMPT FROM SALES & USE TAX
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STATZ OF MINMNESQTA
FARTAAENT PURCHAS: ORDER

DEPARTMENT PURCHASE ORDER NO.

NAME e . S
f g TRAN N3 ACCIUINT LD ORCGANIZATION (K3 SEQUENCE NO
W
: o H Ad
[ Al -5S .|> ADDRESS VENDGR NIIMBER Tepe | FORT COOF § [Z3] 7 3
D
° ] T \%
& Y STATE P o CITY STATE. ZiP TOST CODT 4 ARMOUNT oBIECT
) NAMF & ditiarens thar “VENDOR™ NAME 11t ditteren’ than “"SHIP TO" ) Ad TRANAC Tt DATT ANG NOY aad 7 ASBUCABIE
R B
£ i
"“ ADDRESS L | ADDRESS TONTRATT 10, RS BeCvERY GATE
T L
T
TATE 7
T CTy SraTe e o | CITY STATE. ZiP This Purchase Order must be 1ssued and accepted with the undersianding thot the
o outhorized agency sholl coll for bids and otherwise proceed os required n
Minnesota Statutes 16 07 ond 16 08
==

venor
B

Yes

Minmessta Tae 1denthicaten Number o r R ; B
Secur 1y “umber o e VENDOR NOTE‘> STl

e vaeet e g e

. No

P
TSI S M A e a v IR e e

e e e Gt gt e et g et et

P e e el e eres o fe g it Serdeer e

COMMODITY CODE UNITS ORDERED DESCRIPTION

oIsC.

UNIT UNIT PRICE TOTAL PRICE

SRR B

AT INSTRUCTIONS TO VENDOR

I NOTICE TO VENDOR

I certify that there are sutficient encumbered
funds n the appropriation from which this

U Submur separate invoices (1 nrgiral and 2 ropies) for each Dep:
Purchase Order o “BILL TO
Show Drpartment Purchose Order No Dept  Div . and Sequence Mo

~

PECLFL B

DAt orinsere nnd 00 all tags parknges. and correspandence

Disconnt ime sholl commenea ) run trom the hme defivery s made
ar weunice submitad whicheyer s loter [ test 15 rrquired, discount
tene bl 0ot bagin until matenal hos been approved by test
Prirtiat shipmenrs may be et ed soparatel
S VENDOR NOTE  above

w

e

RO 4 0756 4 B3

t Al detive der shall comply in every respect
with all applhicable lows of Federal Gavernment and ar
the State ol Minnesoto including the Stote Act Agornst
Discriminghion Minnes<nia Statites 363 as amended

purchase 1s to be made.

2 The Stote n exempt from soles ond use fox unles
otherwise indicated  Retan this order as praof of an
Axpmpt sale

Dapt Authonired Signatore Date
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'NSTRUCTIONS: 4. Unless otherwise indicated under special instructions, job will be
1. A new or revised form must have an authorization from Admin. Forms Unit produced on white paper.
2. New publications must be reviewed by the PSRC. 5. . If book has blank pages, be sure to include pagination sheet.
3. Do Not Write in shaded boxes. 6. When preparing copy, please leave 3/8’* margin at top of each
original.
[ DATE RECEIVED J PD NO. DEPT. REQ. § [TRN. TYPE DEPT.MIV. SEQ. NO. LINE FD NO. [v I
see
LEFT
] A68 1 / /101 L /i
DEPT. DIV, o AMOUNT RENS [>»] ¥¥Yjc cD1
142 L 4 i /
LDCATION ccDa - CcDs RECEIPT ACCOUNT
/ / 160991502 / 351
Contact Person Phone SOURCE mw E
No. Originals Copies Each Total Copies g -~
T 0s Oes D = e O B L5
Only Foo: punched (“n bﬂow) Supplied|

Head

Special Instructions:

Stweple
Dcallnn Upper
Left

First
Printing

[CJresrint

D Revision

Do distribution provisions of M.S. 3.195 and 3.302 apply?

s public distribution required by M.S. 15.187

DYes QND

D7e,

' Cno

DEPARTMENT OF ADMINISTRATION
PRINTING AND MAILING SERVICES DIVISION

PHONE (612) 296-3277

PU-00078-084 COPY CENTER REQUISITION

Sheets Whits™ Sheats Colorsd 1Prapunched Total Paper Stapting Cherge Toasf Price
Ordered By (If Different) Date
Recoivad By Date

NOILISIND3Y H3LN3ID AdOD



Minnesota Department
of Natural Resources

INSTRUCTIONS FOR REPRODUCTION REQUISITION

The entries for completion of this form are indicated below.

PUBLICATIONS MANUAL

Divilelon of Perke end Recrestion
Visitor Services

below refer to the circled numbers on the sample form. Do not fill in any
shaded areas.

10.

11.

12.

13.

14,

4202F

Enter your Department and Division: DNR--Parks and Recreation
Enter contact person for questions concerning order

Enter phone number of contact person and shipping address
Fiscal year of funding (1 digit--1985 FY is 5)

Department/Division number (2900%) * different for each region and
central office.

Sequence number (for printing) that order is to be charged against
Number of originals (maximum is 24)

Copies of each (5,000 is the maximum for one sheet printed on both
sides)

Total number of pages--each sheet of paper equals 2 pages (front and
back) regardless if the back if printed or blank

Provide a publication title, size (width length), paper weight and
color ink, 20 lb white paper and black ink are used unless otherwise
specified

PLO approval with phone and date

Special instructions--addition information explaining requirements not
covered on requisition

Check appropriate boxes

Check boxes to identify finishing operations necessary to complete
your printing requirements

. Identify shipping instructions

The numbers

June 1984
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LIMITATIONS FOR USE OF THIS FORM ARE: PLEASE TYPE OR PRESS HARD
1. NORMAL TURN-AROUND (10 WORKING DAYS) 4, 11 x 17 Press (8Y2 x 11—4 Pages—2 sides of 2 sheats) up to 24 pages—500 coples.
2. DO NOT FiLL IN SHADED AREAS, 5. {Single sheet 3 x 5 to 11 x 17) One or two sides—5,000 coples.

3. DO NOT USE THIS FORM IF COMPOSITION IS REQUIRED. 6. One item par requisition.

Tt DATE REGHIVED 7T P | TRN TY6EfaccouNT 10T .4 L;;p‘('é """" JSr e — ‘W’wa&ﬁs“
s/ / / | (6)
DEPT_/DIV, LOCATION CCOw D1 CC0.2 SXScDh.3
\ Y1 / / / SN
COl J (PERSON) P O. C.CD.4 AMT OF REQ'N. .
(2) ( 3 ) / i
Ship To == = 58] A4D TRANS. NO. TRANE, WO,

/jas ¢
REPRODUCTION REQUISITION
DEPARTMENT OF ADMINISTRATION
PRINTING AND MAILING SERVICES
117 UNIVERSITY AVE., ST. PAUL, MN 55155

298-3277
! mﬁw TE rtcsnws Accy. JREV.
B I .

Address

osJ SOURCE OF FUNDS

FOR A68 USE ONLY »

l

142 c - §160991592 51

No, of Copies of | Totat No.
Orlginals Each of Pages Description Size wt. Color Finilsh Ink Color

v T PN e

7)(8) (o) (10) i ]
g T ) —g L
X
PHONE DATE AUTHORIZED SIGNATURE PREVIOUS JOB # INVENTORY. CONTROL #|

SPETIAL INSTRUCTIONS:

AMPLE ENCLOSED
Coummy EncLOsED
[JrAGINATION ENCLOSED

O cAMERA READY COPY

TOTAL SHEETS (Q2) []pHOTOSTATS

O HEeaD TOHEAD
[JxeaDp To FooT

ConesibEONLY
CJerONT & BACK

3. PLATEROOM g‘lfg(ls gEESiSlONS N PREV. NEG.(S) 4. PRESS [IPRESS PROOF  {Pressman: Report Time on Backside of Job Ticket)
TYPE .
SHEETS/ NUMBER 15 PAPER INK PRESS
PRESS MAKE LAY
FORM OF FORMS 2S5 RUN SIZE COLOR COLOR COUNT
DIZJB Plates ] Negs.
O17s x
O meta
Drestnp X
Dre-p)tv
P X
5. BINDERY (14)
NUMBER OF PASBES e (Q5)
ClcoLiaTe T1BEFORE CUTTING r. OroLo o X W/ oLp H OJ3SIDETRIM H e F T e P
a. aoein (Ostiren COrowo Orrim UIreroLp 70 x DI race TRIMONLY
SETS/
B. ROSBACK (SADDLESTITCH (JvEs [Jno) Oweapin  Owheapour Owmanern . [rabon 7 L & 8 SHTS.
out ClwiTH cHIPBOARD
¢. OsTiTeH ——sipE 2 LN 2 CIwITHOUT CHIPBOARD
OTHER
PR . OTHER o OoritLon T L R B
A
v IL\\jD\rJD L1sTD 3-HOLE (8% x 11)
= — [rerr/score [JsTD 3-HOLE (6 x 9)
o HARTWORK (Report Time on Backside of G. D CUT TO DSTD 2-HOLE
. Job Ticket) 22-HOLE
e " eearceT e LISLIPSHEET x Before Folding/Collating/Pad CloTuer “CtoC
388 ~—"SIDE — After Folding/Collating/Pad % = 5td.) “Diameter
oo COLOR “SIZE L. ) SHRINKWRAP IN e Sets/Shts./Pads
PPING CENTRAL MAIL COPIES
T i Coples By
OoeLiver / . i . I PARTIAL DELIVERY
?'_ T L READY D oTHER )] ] Number of Boxes
AL i elg(éev. 9/82) PU-000612-02
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Minnesota Department PUBLICATIONS MANUAL
of Natural Resources o O B Fenor Services

INSTRUCTIONS FOR REQUISITION FOR PRINTING

The entries for completing this form as indicated below. The numbers
refer to the circled numbers onthe sameple form.

1. Account ID (AID Number); FY: Fiscal year of funding (1 digit--1985,
FY is 6)

2. Department/Division number (2900%) * different for each region and
central office.

3. Sequence number--assigned by Fiscal/Regional Business Manager
4, Indicate complete shipping address

5. Indicate complete billing address (can be different than shipping
address)

6. Title of your publication
7. Quantity you desire of the finished product
8. Size of finished product

9. If a special cover will be used, indicate paper weight, color finish
and ink color

10. Indicate any ruling that is required, type to be set and typestyle to
be used.

11. Indicte paper weight, color, grade and ink color
12. Identify a contact person to approve the proof

13. Include all additional or special instructions (folding, half-tones,
quality, type styles, etc.)

14, Enter name, title and phone of person making request
15, Must have Fiscal Officer or Regional Business Manager
16. PLO must sign and date form and indicate phone number

. Amount of requisition--price estimate amount is encumbered when
sequence number is entered into system

4202F June 1984
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HOLDEZN BUSINESS FORMS CO., MINNKAFOLIB, MN 88401 ® a7883

SEND ALL COPIES INTACT TO PLO WITH 6 SAMPLES. RETAIN LAST CGPY FOR PLO FILES.
DO NOT FiLL IN SHADED AREAS — FILL IN PREVIOUS INFGRMATION AT BOTTOM.

PD No. TRN TYPE ACCOUNTm FY DEPT, SEQ g ADM’NA f;ORM
1 2 523 (Rev. 2-82)
STATE OF MINNESOTA M/ - (w) il CD< 32 | f|Puooosa’
DEPARTMENT OF ADMINISTRATION / / / / /
PRINTING AND MAILING SERVICES — N1 S o
REQUISITION FOR PRINTING /| SEE BELOW /

DUPLICATING, ENGRAVING, LITHOGRAPHING SHIP TO | OBJ A40 TRANS NO. Ad44 TRANS NO.

BINDING, COMPOSITION AND PLATEMAKING /117 hao/lf/

Ship To Address
Bill To @ Address
T~ 0OBJ BILLED AMT. OCCUR DATE RECEIPTS ACCT [REV. [A68 TRANS NO.
FOR AG8 USE ONLY ’ 142 : 160980598 351
Title Quantity [JSheets [JSets [JPads [JBooks Size
Form No. No. Pages
Cover Stock Ruling and Printing Padding {State no. of shests to pad, not sets}
[0 Type to be Set O Neg.
9 ) Copy Camers Ready [] Plate

WGHT. S’ COLOR FINISH Binding
INK(S)
INSIDE PAGES and/or FORMS Punching Carbon

WGHT. =~ COLOR GRADE [Perforating Numbsaring
INK(S)
THIS SPACE IS FOR SIGNATURE WHEN PRINTED Folding Special Wrepping
MATERIAL IS PICKED UP.
By Date
Proof To: Phone Gathering (Duplicate, triplicate, quedruplicate) ] Make

@ D Buv

DELIVERY REQUESTED BY DSAMPLE ATTACHED DSEE SAMPLE IN

SPECIAL INSTRUCTIONS - {All preparation work ard negatives/positives 10 ramain the property of the state Not to be used for nonstate reproduction.)

NO OVERRUN - OVERRUNS NOT ACCEPTED, UNLESS OTHERWISE SPECIFIED.

"ALL DELIVERIES HEREUNDER SHALL COMPLY IN EVERY RESPECT WITH ALL APPLICABLE LAWS OF THE FEDERAL GOVERNMENT AND/OR
THE STATE OF MINNESOTA, INCLUDING THE STATE ACT AGAINST DISCRIMINATION, MS 363, AS AMENDED "

ADDITIONAL INSTRUCTIONS:  Form will be used by: [ typewriter, [Jhand, [3J computer

®©

NGTE TO REQUESTING AGENCY ALL PUBLICATIONS MUST MEET THE MANDATORY DISTRIBUTION OF LAWS OF 74 CHAPTER 456, (10 TO LEG
~EF LIBARARY, 1 TOSEC. OF SENATE, 1 TO CLK. OF HOUSE) MS 15 18 REQUIRES 44 COPIES FOR LIBRARY DEPOSITORY TO DOCUMENT SECTION
YHEN PUBLICATION IS MEANT FOR GENERAL PUBLIC DISTRIBUTION.

Previous Previous Previous
No. Printad PD No. Saq. No. Vendor
T\ | HEREBY CERTIFY THAT THERE ARE SUFFICIENT | ABOVE SPECIFICATIONS AND COPY PREP-
f“-“"“\ FUNDS IN THE ALLOTMENT OR APPROPRIATION | ARATION ARE WITHIN THE STANDARDS
1‘94 FROM WHICH THIS PURCHASE IS TO BE MADE | GUIDELINES AND ALL APPLICABLE LAWS.
e
DATE PHONE o
Bant. ov Heguisition g "
(17) DEPT ACCOUNTING AUTHORIZED SIGMATURE PLOSIGNATURE DATE PHONE
Y CONTROL = AWARDED TO CONTRACT AMOUNT
ORIGINAL
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PRINTING

&
PUBLICATIONS

State of Minnesota
Department of Administration
Division of Publications

1977
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INTRODUCTION

Certain publication freedoms are as vital to the continuing operation of state
government as freedom of the press is to the American way of life. But to protect
such freedoms, there must be safeguards.

These publication standards apply to all state publications, including newslet-
ters, magazines, pamphlets and brochures, (excluding forms and inter-office
memos), any printed matter paid for by monies deposited in the State Treasury.
These standards were developed by the Publications Review and Standardization
Committee, a nine-member committee comprised of state employees who, on a daily
basis, deal with the creation, development, and production of state publications. The
standards they have developed are designed to:

1. Prevent promotion of individuals or private concerns;
2. Insure that certain state publications do not become exorbitantly costly;

3. Protect the State and state employees from becoming embroiled in legal en-
tanglements as a result of misusing copyrighted materials;

4. Insure that state publications do not become ‘‘out-of-date’” prematurely;
5. Prevent misuse of state funds earmarked for printing.

The following standards spell out what is not allowed. To subject state em-
ployees to a list of all that is allowed would necessitate a massive, technical journal
that Publication Liaison Officers (PLO’s) and others involved in publications
production would read reluctantly, if at all. The result: Publication problems would
run rampant. Instead, these standards simply list certain restrictions that either com-
plement or are in accordance with the state’s general printing guidelines and state
law.

It should be emphasized that exceptions to these standards are possible, and
that the procedure for seeking variances is simply to appeal to the Publications
Review and Standardization Committee. Direct appeals to:

Publications Review and Standardization Committee,
c/o Director of Publications
506 Rice St.
St. Paul, Minnesota 55103
612/296-3277
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STANDARDS

I. USE OF NAMES 3. Documents prepared within the office of the
A. For purpose of giving credit, persons involved in Governor and intended for public

planning, supervising, writing, compiling or
editing a publication should appear on the title
page or other introductory pages. Names of of-
ficials or individuals not involved in production
of a publication must not appear on the same
pages as credited individuals. ‘

Names of contact person(s) may not be included.
This tends to date a publication. Example:

For more information, contact:
John Doe, Personnel Officer
350 Cedar Street
St. Paul, MN 55155

Instead— Personnel Officer
350 Cedar Street
St. Paul, MN 55155

Exceptions:

1. Promotional publications designed by state
universities and community colleges for
recruiting faculty, students and personnel
may include the name of a contact person or
persons.

2. Publications of state universities or com-
munity colleges which are designed for ob-
taining contributions—financial or
otherwise may include the name of an of-
ficial to contact.

3. Periodicals, including magazines, newslet-
ters, etc., may print the names of contact per-
sons, because the “dating” factor does not

apply.

No person may have his/her name printed on the
cover of any state publication.

Exceptions:

I. Artist’s signature may be included on the
cover of a publication if the signature is part
of the original artwork.

2. Wames will be allowed on the spine of a
publication that would be incorporated into
a recognized library classification system.

Publications may not print names of elected
officials.

Excepsions:

t.  Peomotional publications on behalf of the
siate of Minnesota may include a greeting
signed by the Governor.

2 nlagazines, newsletters and other periodicals
where the Governor's signature already ap-
pears,

1.

ceremonial and commemorative purposes
(does not include documents which are, or
may be used for, any other administrative or
electoral purposes).

4. Publications legislatively authorized as
promotional in scope and intent.

5. Publications such as magazines, newsletters
and other news-oriented periodicals, may
mention elected officials in straight news
items.

E. Names of individuals may not appear in the

publication ‘‘name plate” of newsletters;
however, ‘“‘mastheads” of periodicals may in-
clude names of publishers, editors, writers,
associate editors, etc.

F. Names of individuals may not appear in the let-

terheads of stationery,

LOGOS

A. A logo may be included in a state publication
reprinting material from a particular non-profit
organization(s). :

Exception:
Logos of private industry, businesses and
other profit-making enterprises may be
reprinted in the publications legislatively
authorized as promotional in scope and
intent.

PHOTOGRAPHS, ARTWORK, CHARTS AND

GRAPHS

A. No state publication shall include any pictorial
device which may attribute the publication to an
individual rather than the department from
which the publication emanates,

B. Photographs and/or art should not advertise any
individual, brand name of any product, or
privale enterprise.

C. No photograph of an elected or appointed of-
ficial(s) muy appear on the cover of a state
publication,

D. Photographs and/or art renditions of an elected
or appointed official(s), appearing on an inside
page, must not be larger than one-fourth of the
page size of the publication.
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iV. PHOTOGRAPH/ART CREDIT LINES — BYLINES
— COURTESY LINES

A. Photographers, artists, graphic designers, and

authors may not be given credit on the front

cover of a publication. (See exception: Page 3,
Subhead C, No. 1)

B. Credit lines, bylines and courtesy lines should be
smaller in size of type than that of the text.

C. Courtesy credit lines for uncopyrighted materials
contributed or loaned by non-governmenta!l in-
dividuals or organizations should be smaller in
size of type than that of both text and legends for
illustrations.

V. ANNUAL/BIENNIAL REPORTS
A. Written content for an annual (biennial) report
will be left to the discretion of the department
unless otherwise stipulated by law, but the for-
mat shall include the following:

1. Title page with month, day and year of
publication — name, address and phone
number of agency.

2. Introduction/Foreword.

3. Table of Contents.

4. Organizational chart (may include names,
but no individual photographs).

5. Financial statement.

6. Commentary on annual/biennial activities.

B. A letter of transmittal will be permitted as part of
the bound book.

C. Size should follow standard size of 8-1/2 x 11 in-
ches with binding on the 11-inch side.

D. Reports may feature a two-ink color on the cover
which may be colored stock (optional). One color
ink throughout.

Exception:
The above rules apply except when the an-
nual report is a legislatively authorized
promotional device. Then four-color process
and any publication size and format may be
used.

VI. COPYRIGHT
A. State publications may be copyrighted when, in
the judgement of the department publishing the
document, the nature of the material is such that
it is in the state's best interest to have a
proprietary right to the publication’s use and
distribution.

TO OBTAIN A COPYRIGHT ON BOOKS
PRINTED IN THE U.S.

Application for copyright should be made on the
official form which may be obtained from:

The Register of Copyrights,
Library of Congress,
Washington, D, C. 20559

With the application one complete copy of an un-
published work, or two copies of a published
work, should be submitted, along with the
registration fee of $10. However, what actually
gives a work its copyright is running the ap-
propriate copyright notice in the publication. Ac-
cording to the new law, S.22, (para 40lc), a
*“notice of copyright shall be affixed to the copies
in such manner and location as to give
reasonable notice of the claim of copyright”.
Traditionally the copyright notice appears on the
title page, or the verso of the title page, of a book,
but this is no longer mandatory. However, the
copyright notice should be easy to find and not
buried somewhere in the text.

According to copyright law the notice must con-
sist of the following elements:

1. (1) the symbol ©, or the word *Copyright”,
or the abbreviation “Copr.,” and

2. the year of first publication of the work, and

3. the name of the owner of the copyright.

E.g.: Copyright © 1977 by the Minnesota
Department of Education. (Book publishers
usually run both the word and the symbol,
because it is probable that the symbol alone
guarantees international copyright in all
countries which adhere to the Berne
Convention).

Copyright notices should be smaller in size
of type than that of both text and legends of
illustrations.

If using copyright material, a letter of permission
to reprint the copyright material, provided by the
copyright holder, must be included with the letter
of justification. The copyright attribution should
contain the exact wording requested by the
copyright holder, which will usually contain the
original copyright notice. (Note: care should be
taken that the copyright notice is not
promotional in nature). Generally, a line such as

‘‘Reprinted by Permission
of » is not
sufficient. '

Attribution of copyright should be typeset
smaller in size than that of type in the text of the
publication.
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VIl

Vil

ADVERTISING/PROMOTION

A. No publication paid for by funds deposited with
the State Treasurer may advertise a private sector
organization.

Exceptions:

1.

State universities and community colleges
may solicit paid advertisements for their stu-
dent newspapers to help defray the cost of
publication.

State universities and community colleges
may advertise specific athletic or cultural
events, workshops, symposiums, and other
community-involvement efforts in private-
sector print media, including newspapers,
‘magazines, shoppers, etc, S
Scientific and technical reports may indicate
sources of information pertinent to the sub-
ject. '

Printed material which is the result of joint
efforts, grants, or other subsidies received
from other governmental agencies, and
organization, provided the state’s participa-
tion is 50 percent or less of the cost-value of
the project.

Specific products or services used in various
state programs and projects may be men-
tioned in scientific and technical reports,
newsletters, etc. However, a disclaimer
notice should be printed in the publication
announcing that the agency is not
specifically endorsing the product or service.

(Note: Use of a disclaimer notice may be
waived if the product mentioned is the only
one of its kind available on the market.)

Publications legislatively authorized as
promotional in scope and intent.

DISTRIBUTION
A. All publications printed with state funds are re-
quired by law to follow this distribution pattern:

10 Copies to:

Legislative Reference Libruiy
Room 111, State Capitol

St. Paul, MN 55155

*44 Copies to:

State Library Deposits
Section of Documents
140 Centennial Bldg.
St. Paul, MN 55155

1 Copy to:

Secretary of the Senate
State Capitol

St. Paul, MN 55155

1 Copy to:

Clerk of the House
State Cupitol

St. Paul, MN 55155 -

*Distribution of 44 copies to the Section of
Documents may be waived under the following
conditions:

If the publication qualifies as a technical
publication printed solely for distribution to
specific agencies and professionals, and is
not intended for general public distribution.
If it is a newsletter, distributed solely to
members or officials within an organization
or select field of specialization.

IX. MAGAZINES
A. Every magazine and other periodical (excluding
newsletters) should contain a masthead with the

following: '
1. Title.
2. Sponsoring agency and its full address (in-

3.

wnoe

cluding zip code).

Editor and editorial staff with editorial ad-
dress if it differs from address of agency (no
names other than those of state employees
may appear on the masthead).

Frequency of issue.

Complete subscription price schedule by
year, by issue, and by volume.

Address of subscription office if different
from publisher’s address.

Copyright notice.

Postal notice. (If not on the same page as the
masthead, the postal notice must appear on
the first editorial page. If neither is possible,
the statement must be conspicuously shown
on one of the first five pages in a position
where the postal notice number may be
easily located by postal employees. The iden-
tification statement and all envelopes or
wrappers must contain the publication num-
ber of the magazine which has been ascribed
by the Post Office.)

The preferred location for the masthead is
within the first five pages of the publication.

B. Occasional special issues of magazines that may
be produced for promotional purposes (other
than for individual promotion) may include a
greeting signed by a state official (usually the
governor).

X. APPEAL OF THESE GUIDELINES

In the event a department or publishing agency
feels the need to produce a document which does not
fit the scope and intent of these standards, permission
to publish and distribute such a document must be
obtained from the Publications Review and Stan-
darization Committee. Decisions of the Publications
Review and Standardization Committee may be ap-
pealed to the Commissioner of Administration,

whose judgement in the matter is final.
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Admin. 1

For the purpose of these rules the following terms shall have
the following meanings:

A. “Autribution” means the act of placing the name or pic-
ture of an official, or an individual other than an official on a
publication so as to create reasonable doubt as to whether
such publication is authorized, compiled or issued by the state
of Minnesota rather than such official or individual.

B. “Authentication” means the act of placing the name of an
official on a publication for the purpose of attesting to the
authenticity, truth or legal sufficiency of such publication.

C. “Certification” means the act of identifying a publication
with the name of a responsible official in order to signify that
such publication is in compliance with all relevant laws gover-
ning such publication, including, but not limited to, these
rules and Minn. Stat. Sec. 16.81, et. seq.

D. ““Commissioner’’ means the Commissioner of

Administration,

E. "“Agency’ means any state board, commission, bureau,
section, division, department, or agency, other than agencies
directly in the legislative or judicial branch.

F. “Imprimatur” means the name or symbol of an agency.

G. “Official” means an individual in charge of an agency or
office charged by law with responsibility for a publication in-
tended for public circulation.

H. “Picture” means any representation or illustration af-
fixed to a publication.

1. ““Publication” means any printing authorized by the Com-
missioner which is intended for general public circulation,
which is permitted or required by law and which is paid for by
public funds, including, but not limited to, reports, pamphlets
and newsletters.

Admin. 2. Authorization to print.

The Commissioner shall not authorize the printing of any
publication, except those which carry certification by an of-
ficial and which are authorized by law, or which are
reasonably calculated to accomplish the intent of the ap-
propriation out of which the publication’s cost will be
defrayed.

Admin. 3.

Each publication shall display the imprimatur of the agency
responsible for its issuance.

imprimatur.

Admin. 4.

A. A publication shall not carry the name of an official if the
effect of including the name of such official would be to at-
tribute such publication to that official rather than the state of
Minnesota; nor shall such publication contain any notice that
it is sent “‘with the compliments of” or carry letters of per-
sonal greeting from an official.

Publication of the names of officlals.

B. A publication may carry the name of an official in the
following circumstances:

1.) where inclusion of the name is necessary for the pur-
pose of authentication; or,

2.) where inclusion of the name is necessary to carry out
the purposes of promotional publications issued on
behalf of the state of Minnesota; or

3.) where inclusion of the name is necessary to accom-
plish one of the principal purposes for which the publica-
tion was intended, provided that no names shall appear
on stationary printed for the use of an agency.

Admin. 5 Publication of the names of individuals

other than officlals.

A. A publication shall not carry the name of an individu.
other than an official if the effect of including or placing the
name of such individual would be to attribute the publication
to that individual rather than the state of Minnesota.

B. A publication may carry the name of an individual other
than an official:

1.) where inclusion of the name is necessary to accom-
plish one of the principal purposes for which the publica-
tion is intended, provided that no names shall appear on
stationary printed for the use of an agency; or,

2.) where inclusion of the name would have the effect of
recognizing a substantial contribution by such individual
in writing, compiling, researching, editing, or providing
the photographs, art work or design for the publication,

Admin. 6.

A. A publication shall not carry the picture of an official or
an individual other than an official if the effect of including or
placing the picture of such individual or official would at-
tribute the publication to that individual or official rather
than the state of Minnesota,

Publication of pictures.

B. A publication shall not carry a picture unless such picture
is necessary and relates entirely to the transaction of st
business, and is reasonably required to provide a clear u..
derstanding as to the substance and meaning of the
publication.
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Admin. 7. "Distribution of publications.

All publications designed for internal or public distribution
hall follow the distribution scheme provided in relevant Min-
esota law,

Admin. 8. Conflicts.

Nothing in these rules shall be interpreted so as to conflict
with Minn. Stat. Sec. 16.02 and Sec. 16.81, et. seq. Prior rules
on the subjects covered herein shall be superseded only in the
event of conflict.

Admin. 9. Disputes.

Disputes arising under these rules shall be decided by the
Commissioner, whose decision in such matters shall be final.

IMPORTANT

Preparation materials paid for from monies deposited in
the State Treasury may not be used by a nonstate
organization for reproduction without written permis-
sion from the Commissioner of the Department of Ad-
ministration. (M.S. 16.026, subd. 2)
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Minnesota Department

of Natural Resources

= DOCUMENT DISTRIBUTION PROCEDURES

WHo

Agency Printing

State Printer

Vendor or Central
Duplicating

{00 Agency Printing
‘ Liaison Officer

Legislative
Reference Library

Micrographics Unit

4202F

STEP

PUBLICATIONS MANUAL

Divieion of Parke and Recreation
Visitor Services

ACTION

10

11

Sends document to be printed and printing
requisition to State Printer.

Sends sequence number and title of
publication to Micrographics Unit on State
Depository System Publications Shipping
Transmittal. (see page 73)

Arranges for printing documents; sends
documents and one copy of the requisition
to Procurement or Central Duplicating, and
one copy of the requisition to the
Legislative Reference Library.

Delivers printed documents to agency.

Sends eleven copies, one of which is
unbound, and (1) copy of requisition to
the Legislative Reference Library.

Catalogs, prepares title information,
batches, sends quantity of documents and
other necessary information to

Micrographics Unit.

Films  documents at  42x, processes,
duplicates fiche.

Sends duplicate microfiche to Documents
Division for distribution to Depository
System.

Sends one copy of duplicate fiche to the
Legislative Reference Library.

Sends appropriate invoices to publishing
agencies.

Stores original microfilm of document.

June 1984
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SHIPPING TRANSMITTAL

TO: Department of Administration
Records Management Division
Micrographic Services Unit
Room 110 Nalpak Building
333 Sibley Street - 296-6696

FROM:

TITLE OF PUBLICATION:

STATE DEPOSITORY SYSTEM PUBLICATIONS

DATE

MICROFILM SEQUENCE NUMBER - DEPT./DIVISION

SEQUENCE NUMBER

RM-00050-01
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